APPLICATION FOR RECORDS DISPOSITION STANDARD ' :
o / S

INSTRUCTIONS: Prepare in duplicate and forward to ‘the Records Management Analyst, Management Systems Division

3. Dept , Divsion, Subidivision & Administering Office Address | FOR RECORDS MANAG_E_IEENT DIVISION USE
MARTA ! : . Date Received Application No. Date Completed
2200 Peachtree Summit : ' . | AN -91979 TQ~@ TFEB -5 1979
401 W. Peachtree Street . ]
Atlanta, Georgia 30308 1. Application 2. Dept. Application No.
4. Person to Contact T T 5. Working Title T 6. Telephone Number
David E. Manuel _ Technlcal Specialist 586-5521
'f;c..o., Remuested T - T e T——
R Esrablish Retention Schedule; record will continue 1o accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
¢. [J Amend ApplicationNo. . . ._.— ._.___ Check One: [J Change; [ Supercede; [ Void
8. Dates of Series 9. Records Series Title (followed by title used in office; if different) .- .-« —~—— = - —
Earliest Latest MARTA Construction Division Contract Working file. Long-Range
1972 N Present ' '
10. Division and Offica Function What is the function of the Division and the Office in which this record series is creatod? 4

The Construction Division is responsible for coordinating and managing project construction |
and assignment equipment procurement and installation activities. It directs the MARTA v
Construction staff and monitors and supervises the performance of the General Engineering
Consultant in organizing, planning, and managing the transit system construction and
assigned equipment procurement and installation programs and contracts.

11. Record Series Description This file contains the following documents finclude form numbers and tirles-u:f any):
Attach samples of the file. '

Documents relatingto:  The design, development, construction, testing, and delivery of rapid
rail construction contracts under the Long-Range Grant for development of
- : a mass transit system. Included are correspondence; General, Pre-Bid Info.
Included are: Other Bid Submittals, Post Bid/NTP, Audit, Claims, Contractor Corres-
pondence, Weekly Progress Report, Resident Engineer's Correspondence,
Progress Payment, Forecast, Real Estate, UMIA, Risk Management EEO and
Subcontractors, Agreements, Permits, Change Orders, Close Out/Inspection.

File is arranged: By contract construction unit number.
12, Monthly Reference Rate How often are records referred to which are: ' T
Onetosixmonthsold __________ __ ; Seven to twelve months old

— ; Thirteen to twenty-four months old

twenty-five months and older

13. Annual Rate of Accumulation of Records

?

Letter-size drawers ___ __.: Legal-sizedrawers ____ Shelves = ; Other specify) |

3012 (3/76)




YES | NO 14 Ouestronnalre (P];ce an’ )g in the proper columnl_ B ' ) FT i . .t]
X a. s this the official copy of the series? ' T T
7 ~ 1f not, where is it? : '
h. Does the series contain conhdennal mlormatmn fequmng secumv handlmg? lf yes, cue Iaw or (egopls{i;__ C T T
B , o ! '
r X _ c s thus a wlal record’ . - ST T T T T
{I Drun. l'll\ SES h.wu s l(.ll 0l lr.lrltl tewm reseimch v I||ll" 7 . T e rmm e T
o Whien o an lwu ductinents et Bl ke o oecessiny 1o keep the endee Tde Tor o long pesedd, coated ihese docoments, |".'
_ | _ _scheduled sepdrately? -
. X 1. Is the information contam‘ed in this series ever pubhshed? M ye ves, s, attach copv T T e T
1 9. Isthe infarmation contamed in this sanes ever analyzed and/or recorded in a summarized reg report? T T T
7X : If ves, attach copy. - _ _
h. Is there a duplication of this series in your office, or in another office or agency? T T
X_ o li ves, where? L ! P
: _X N i Is 1h|s saries for @ ma]orparuon of’r) regulariy mlcrof:imed? T T T T
_ X i j. Does the record sones retubt in a computer prmtout? - T T T
15. Retention Requirements The following requires the series to be kept: ST e ’
a. State Law — years. d. Audit period —_—— e . YeA&TS,
b. Statute of limitation —— e rmeem . YE&TS, e. Administrative need X _ vyears.
¢, Federal law — e . YeBTS. f. Federal retention instructions — R vyears.
" Attach copy or excert of laws or regulations. Explain administrative need.
Urban Mass Transportation Administration - External Operating Manual III D = p. 41
. e _ e e e e e e e e e e ]
16. Approved Oisposition instructions This agency racomrnends that the tile series be cut ofl at the end of each:
- ' [} Catendan Year; [ Fiscal Year: [¥ Other Eomp}.e__t_igp_ of Contl:i,c;t . — then,
. . Construction Unit
[t Hold in the current filesarea __ _______ _____monthis) 1_ _ yearls): then
Gt Transfer to local holding area; hold _______ __ yearls}; then
(O Transfer to State Records Center; hold —_____ vyearis); then
O Destroy, P
[ Transfer to State Archives lor permanem relenhon ‘ ‘
U Other {Specrfy} k ) ' ' o
Hold all contract construction records for 3 years past completion of project and/or
all audlt quest ions resolved $ then destgoy. . o :
These instructions apply 10 all prior and tuture sccumulations ol the s s
{Irddicate brielly rdlmndle fen wtommend.nlmw dluwe’ ’m Wrile .uhl,uun,,l remarks):
17. APPROVALS o
Bl T o
e ‘ W
Appraved / proved apartmem tol Archives a an ,t.;,&;;‘,,ﬁ. Date T
Approved  ‘Records Managanient Anailr"fs?: T T padd Approvud Management Advisary Co-n_tmmu Datal zj
i \ 22,




